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Welcome to CitiBuy - Baltimore City’s New Purchasing System

CitiBuy
Vendor 

Registration
Guide

This guide will provide you with a quick overview of 
the new vendor registration process for 

Baltimore City’s New Purchasing System. 

To access CitiBuy, please visit:
www.baltimorecitibuy.org
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Please register as soon as possible starting May 1, 2007!
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Before You Begin
Summary: The City of Baltimore is currently updating our 
procurement processes to a fully functional, web-based, 
electronic procurement system known as CitiBuy. With  
CitiBuy, Baltimore City vendors are able to register their 
vendor profiles online, where they will also be able to provide 
their contact information and indicate the bids for which they 
wish to be notified.  All of CitiBuy’s vendor functionality is 
free to all registered vendors.

To register with CitiBuy, you will need the following:

• A Computer
• Internet Browser Software
• Internet Access
• Your Vendor Information
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How To Begin

To Begin:

1. Open Your Internet 
Browser Software

2. Enter the following 
Internet address into 
your web browser:

3. Click on “Register” to 
begin your vendor 
registration.

www.baltimorecitibuy.org

Click “Register” To Begin 
Your Vendor Registration
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Enter Tax ID and Company Name

To Continue:

1. Enter your Tax ID and 
Company Name on the 
pop-up form.

2. Click on “Submit” to 
proceed with your 
vendor registration.

Click “Submit” To 
Proceed  With Vendor 

Registration
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Provide Your Company Information

Provide your Company Information and scroll down to fill out 
the next section, Administrative User Information.
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Provide Administrative User Information

Provide your Administrative User Information and click on
“Continue Registration” button

Note: Administrative User Information will identify a specific 
person within your organization that will have administrative 
access to Baltimore City’s Procurement System.  This 
person will be able to add additional users for your company.

!
Note: Some companies may have more than one address, 
such as a separate remit, purchase order, emergency or bid 
mailing address.  If this is the case with your company, click 
on “Add Another Address” button to provide information 
specific to your additional location(s).  You can have a 
separate address registered within the system for each  
special location address listed above.

!
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Add Another Address

Input information for your additional location 
and click on the “Save & Continue Registration” button.  

If you have more locations to add, click on the “Save & Add Another” button.

Note: Available location options are 
Bid Mailing Address, Emergency 
Mailing Address, Purchase Order 
Mailing Address and Remit Address.

!
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Add Terms and Categories

Note: CitiBuy does not impact or keep track of vendor certification data.

IF you need to register as a Minority or Women’s Business Enterprise go to:  
www.baltimorecity.gov/government/law/mwboo.html

IF you need to  pre-qualify as a Department of Public Works contractor go to:
www.baltimorecity.gov/government/dpw/bac/

!

Provide information under “Terms” section, select your Business Type 
under “Categories & Certifications” Section , and provide information for 

additional categories (illustrated on the next slide) 
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Complete All Categories

Make your selection under the “Operating Office in Baltimore City 
Market Area” and “Ownership Type” categories. 

Click on the “Save & Continue Registration” button.  
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Add Commodity & Service Codes

This screen allows you to search for NIGP codes matching your type of 
product or service and associate it with your profile for future bid 
notifications.  These are the same codes that you used on BidNet.

To begin, conduct a search through any one of the search options.  You can 
search by NIGP Class (with subsequent NIGP Class Item) or NIGP Keyword.

Note: If you are not familiar with NIGP Codes, click on 
“Show Categories” to browse all available code items.!
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Add Commodity & Service Codes

Select desired NIGP codes. To add more NIGP codes to your profile, 
click on “Save and Add More”.  

To continue, click on “Save & Continue Registration”.  
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Registration Complete

You will see the above registration confirmation screen when you provide 
all information required by the system.  You will also receive an email 
notification from the system that will contain your user name and 
password.  The City will begin using CitiBuy on July 2, 2007.  Any 
solicitations that were started on BidNet will be completed using BidNet.

Note: If you require assistance with vendor registration 
please email CitiBuy@BaltimoreCity.gov and include a 
contact phone number in case we need to speak with you.!
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